Process Document
Student Self-Service: Making Credit Card Payments

Making Credit Card Payments

Concept

The Campus Finance component of Student Self-Service enables studersiscess their student
bill information and manage their charges and paymd his topic covers how students can
make credit card payments via Student Self-Service.

Background I nformation

The credit card industry has established standarthwn processes and precautions for
handling, processing, storing and transmitting itrestd data. These standards subject the
University of Maine System (UMS) to annual comptiameviews and potential fines in the event
of a security breaciT.ouchNet is a company that serves higher education ingtitatby handling
all online credit card numbers. This includes aauchbers used to pay application fees,
enrollment deposits and student bills. TouchNetioies UMS with a credit card payment
solution that eliminates the storage of credit carchbers by UMS, either electronically or in
hard copy form.
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Navigation

Harme add to My Links Sign out

My Links: | Select One v

Homepage Help

MaineStreet Menu MaineStreet News -l
> Employee Self-Service
[» Student Sel-Service
[ Enterprise Applications
> Training Tools & Materials 3
» Technical Support MameStreet
— Shopping Plaza
- My Per ion:
Student Message Center = Welcome to the MaineStreet UMS portal.
In Warch or April (depending on your campus),
ion for Fall 2008 classes will be done in Information, tools, and resources specific to your wole in the University of Maine System as a faculty
MaineStreet, not in WebDSIS. Financial Aid mermber, stalf member, student or anplicant for admission.
information will remain in WebDSIS until February
2009. News from MaineStreet Mid-February 2008 issue

Step Action

1. After logging into the MaineStreet portal, clitle Student Self-Service link to
select it.
|Student Self-Service |

2. Click theStudent Center link.
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Add to Favorites
Student Center
~
SEARCH FOR CLASSES
Enrollment
My Class Schedule @ r -
e Slaes You are not enrolled in classes. e
Add a Clsss Ho Holds.
Drop 5 Class
¥ To Do List
Academic History
Grades Cenfirmation Deposit
Dearee Progress Admitted Student Decision
Card
Application Fee
Application Fee
Confirmation Deposit
Essay/Writing Sample
Finances High School Recommendation
My Account Account Summary Official HS Transcript
Account Inguiry My account balance is 0.00. details
My total t o 350.00.
other financial... %) v tetal amount cu= 1=
= Charges: 0.00. ~ Enroliment Dates
= Deposits: 350.00.
Open Enrollment Dates
I
~ Personal Information Program Advisor
None Assigned
Demoarashic Dats Contact Information L
Emergency Contact
Your Home Address Your Mailing Address
Names =
None None UMS Web Links
other personal... [¥[®) —_
Your Home Phone Your UMS email address — u
- [
v
>
[ & Internat E00% v

Step Action

3. In theFinances section of thestudent Center, anAccount Summary shows your
total charges and deposits due.

|Z

ote: The account balance figure only includes charges due - not deposits
ue.

o

You can click thenake a payment link to process a payment or click the
Account Inquiry link to review details about your account.

For this example, click thmake a payment link.
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'# MaineStreet

Hew Window | Help | Customize

sTEP: [-{zH{=}4]

1. E-Payment Institution

- aer e cwnve: f

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Trinity Testcase

Select the Institution for payment...

NEXT=

[ €D Internat EA00% v

Step Action

4, On theStep 1 E-Payment Institution page, the student's name and MaineStreet
ID appear in thé&elect the student for payment processing field.

All online payments are processed through the THetlonline payment system
TouchNet is a company that serves higher educatgiitutions by handling all
online credit card numbers and bank account inftongrovided during the

payment process.

Click the drop-down arrow in th®elect the I nstitution for payment... field.
I v
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‘# MaimeStreet
Add Lo Favorites
Hew Window | Help | Customize | ss0s | B

sTEP: [-{z]-{=1

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Mext button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Selact the student for payment processing... Trinity Testcase

Select the Institution for payment...

HEXT>

[ €D Internat E00% v

Step Action

5. Only institutions where you have charges/depakitswill appear in the list.

Select the institution you are processing a payrfeniNote: You can only make
payments one institution at a time.
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'# MaineStreet

Add to Favorites

=
New Window | Help | Customize Pac el B

sTEP: [{=-5H

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the MNext button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Trinity Testcase
Select the Institution for payment... of Mai Liaalla!
How wil you be paying?
NEXT>
Done [ €D Internat E 0% v

Step Action

6. After selecting an institution, théow will you be paying? field should appear.

Click on the drop-down arrow.
L v
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'# MaineStreet

Hew Window | Hale | Customizs P2 as | o

sTEP: [-{={zH

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchMNet® site for payment process.

Select the student for payment processing... Trinity Testcase

Select the Institution for it University of Maine Farmin a ¥

How will you be paying?
NEXT>
Cradit Card
.

Done [ €D Internat E 0% v

Step Action

7. Select the appropriate payment type.

For this example, click o@redit Card to select it.

| Credit Card |

8. Note: If you are using a credit card to make a paynieneitherUSM, UMF or
UMM, when you click th&lEXT button, a new window will open and you will
be taken to TouchNetRayPath system to process the credit card payment (Vi
is not accepted). After the payment process is t¢eteq, the PayPath window
will close and you will automatically be returnedMaineStreet.

9. Click theNext> button.

NEXT=> |
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‘# MaineStreet

New Window | Help

el

| Customize page | |

sTep: [{E{=1-4]

2. E-Payment Allocation

Below is a list of items owed for Trinity Testcase for the institution selected. Once you have completed entering
payment information, click on the Next button to continue your process.

rrrrrrrrrrrrrr PavAL | e Ay
Total Amount Due > $250.00
Payment Amou — $0.00
Remaining Amount ----=-----=-= > $250.00

Payment Institution

University of Maine at Farmington

Items | Owe...

=1

i e = T —
<PREVIOUS) NEXT>
[ €D Internat E00% v

Step Action

10. On theStep 2 E-Payment I nstitution page, the total amount due to the institut
you selected appears. You can click B#eY ALL button to enter the total
amount due or clicCLEAR ALL.
In theltems| owe section, you can enter a specific payment amouthten
Payment field.
Note: partial payments are possible but not over-payments.
For this example, click theAY ALL button.
[ Pavac |

11. After entering the payment amount, click text> button.
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# MaineStrect
Home Add to Favorites Sign out
Hew Window | Hels | Customize B e B &
sTep: [E-{=
3. E-Payment Confirmation
The University of Maine System uses TouchNet® to process on-line credit card or electronic check payments.
Validate the information below for Trinity Testcase and click the Previous button to make any changes. Once you
are satisfied, click the Start Payment Process button below and you will be taken to the TouchNet® site to
complete the payment process.
0 Once the process begins, you must wait until the process is complete before leaving this session. If you
leave, your account in your Student System might not update immediately from your TouchMet®
transaction. You will receive a message when your process is complete and your account updated
Total Amount Due ---- o $250.00
Total Amount of Payment ——> $250.00
Remaining Amount —---------—- > £0.00
Selected Payments
Due Amount Payment Amount|
University of Maine at Farmington Dep. - Arts & Sciences 250.00 250.00
® Make sure you validate all the information above for Trinity Testcase before submitting your payment
request. Once verified, click the Start Payment Process button below
Start Payment Process
< PREVIOUS
v
[ € Internat E00% v

Step Action

12. On theStep 3 E-Payment Institution page, verify the payment data.

When ready, click th&tart Payment Process button to go to the TouchNet onlin

ayment system and start the payment process.
Start Payment Process
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~
=] UNIVERSITY OF MAINE .
oy F On-line Payments
— FARMINGTON g
UME| waiee's rusuic tisesar ants cotiror ==
Please select a payment method and verify the amount
Payment Method Electronic Check w
Verify payment amount. § 250.00
CANCEL CONTINUE
Click here to view the University of Maine System’s privacy policy
v
Done [ & Internat H00% T

Step Action

13. You are now in th@ ouchNet online payment system. The logo for the instituti
you are processing a payment for should display.

If you selected a payment method of “credit cartlilevin MaineStreet, you mus
enter the payment method in TouchNet, as well.

Click the drop-down arrow in thHeayment M ethod field.

14. For this example, click o@redit Card to select it.

15. When ready, click the Continue button to movéhnext step in the payment
process. You also have the option to cancel othepayment process, if you
wish.

Click thecontinue button.

CONTINUE

Page 10 of 20 Last changed on: 7/7/2009 2:01 PM




Process Document
Student Self-Service: Making Credit Card Payments

On-line Payments

O TARMINGTON

Please enter your credit card information

* Credit Card Type: |Visa v

Account Number.
Expiration Date: |04 w | 2008 w
* Card Verification Value: What is this?

Name on Card

Email Address

* Required Information

Click here to view the University of Maine System’s privacy policy
Done [ € Internat H00% T g
Step Action
16. Now you will select the credit card to apply theeyment to.

Click the drop-down arrow in théredit Card Type field.

17. Click on the appropriate credit card to select it
18. Enter the credit card account number inAlseount Number field.
19. In theExpiration Date field, enter the credit card's expiration date.

In theCard Verification Value field, enter the 3-digit Card Verification Value.

20. Enter the credit card holder's name inXtaene on Card field.

21. Enter the card holder's email address intdzitmail Address field.

Note: email verification about the payment will be sent to this address after the
payment is processed.
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~
™ 1 UNIVERSITY OF MAINE On-line Payments
'F
Omie ARMINGTON
Please enter your credit card information
Credit Card Type:
Account Number.
Expiration Date:
* Card Verification Value: Whatis this?
Email Address: |xmo<@)cooc: edu\
* Required Information
Click here to view the University of Maine System’s privacy policy
v
[ & Internat E100%

Step

Action

22.

Click thecontinue button.

CONTINUE
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7| UNIVERSITY OF MAINE
On-line Payments
FARMINGTON
Please verify your payment information
MName on Card: Trinity Testcase
Account Number:  xocoocoooox5454
Expiration Date: 0408
Change Payment Information
Amount Paying. $ 250.00
Date and Time:  03/31/2008 at 15:47:16 CDT
Click here to view the University of Maine System’s privacy policy
Done [ & Internat H00% T

Step Action
23. Verify that the information is correct. If corteans are necessary, click the

Change Payment Informatidimk.

Click thecontinue button.

CONTINUE
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~
7| UNIVERSITY OF MAINE .
 FARMINGTON e yaments
Please click here to complete the payment process
MName on Card: Trinity Tesicase
Account Number: ocoococoox5454
Expiration Date: 0408
Amount Paid: §250.00
Date and Time: 03/31/2008 at 15:47:23 COT
Reference Number: 20080331000000
Credit Card Authorization Code: 154723
Credit Card Merchant Id:  XXXYYYZZZ
External Transaction ID: TPSFT0206467182183
System Tracking ID: 1031
*=* Card Not Present =*
Click here to complete the payment process
v
Done [ & Internat H00% T

Step

Action

24,

Click theClick here to complete the payment prodass.

[Click here to complete the pavment process
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4. E-Payment Applying Payments

A payment was made via Touchnet, but it was not applied to the as
was logged off without retuming to the Peoplesoft sess:
payments. This could take a few seconds. Please wait!

Applying payments ...

‘# MaineStreet

ccount at the time the transaction was ces

mpleted. This could be that TouchNet
ion or an error prevented the acco

unt from being updated. We are attempting to reapply the

Dione

(9 € Internat EA00% v

Step

Action

25.

When theStep 4 E-Payment Applying Payments page appears, TouchNet is
applying your payment to your account. You willfeéurned to the MaineStreet
Account Summary page when the process is completed.
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.
MaineStreet
# ViameStreet
Help
Trinity Testcase ®
[ summary ¢ activity §paymants
Halp[7]
Account Summary
Account Balance -250.00
Charges Deposits Total
Campus e Due Due Due
Yniversi iy = SEudiz 2008 Fall 100.00 100.00
Msine
Total 100.00  100.00
Currency used is US Dollar.
WMAKE A PAYMENT|
I Remittance Addresses
Financial | Aid
Summary Activity Psyments
P — )
Dane [ €D Internat A0 T

Step Action

26. On theAccount Summary page, click thé\ctivity tab to go to thé\ccount
Activity page and review your payment.
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# ViameStreet
Add to Favorites
Help (A
Trinity Testcase [FEE— ] %)
[ — [ scvwny ([ payments
Help[7]
Account Aetivity
All Campuses ~| From [09/30/2007 |5 To [03/31/2008 AlTerms  v| ad
Transactions Find | Viaw All First "l 1-5 0F 5 [
Posted Date |Item o Charge| Payment
University
03/31/2008 Cnroliment of Maine 2008 250.00
Deposit Fall
Farmington
App Fee Waiver
oa/za/2008 (FF TR WSS 40.00
Application Fee 2008
0z/28/2008 Undergraduate of ine Fall 40.00
Farminaton
University
03/28/2008 APPlication Fee  tig . therm 2008 40.00
Undergraduate o Fall
03/28/2008 ;:‘;’t"‘ke" b &= 2:‘0‘5 40.00
First 1% 1-50f 5 L") Last
Currency usad is US Dollar.
Bayments
v
Done [ € Internat E00% v

Step

Action

27.

On theAccount Activity page, check th&€ransactions section to verify your
payment was posted.

Click thePayments tab to go thé?ayments History page.
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A

MaineStreet

# ViameStrees
Add to Favorites
Help
Trinity Testease [oto.  ™®
[ — [t ) permente]
Help
Payment History
#view By |All Campuses ¥| pom  [03/30/2007 To [03/31/z008 2‘
Posted Payments Find | View All First B 14 0F 4 Last
Windows Internet Explorer
'E Transaction applied ko your account, (21000,42)
The electronic payments that you have entered in TouchMet have been applied to your account.
First [] 13 of 4 [/ Last Mg
Currency used is US Dallars
Summary  Activity Payments
Cx—
[ & Internat E00% v

Dione

Step Action

28.

When thePayment History page opens, a message should appear that indica
an electronic payment entered in TouchNet was eppt your account.

Click theOK button.

tes
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# MaineStreet

Add to Favorites

Help
Trinity Testcase [FEE— )
( summary ] activity || payments
Help[7]
Payment History
*viewBy |All Campuses ¥| prom  [09/30/2007 To [03/31/2008 ngl
Posted Payments Find | View All First "/ 1-40f 4 |©
Date Paid Payment Type
03/31/2008 Enrollment Deposit
_ University of Maine

0z2/28/2008 Payment by E-Check e 40.00

App Fee Waiver University of
CEVEH TS Undergraduate Southern Maine 40.00

Total Posted Payments for —

this view

First " 1-40f 4 L") Last
Currency used is US Dollar.
Summary  Activity Paymants
P —C
Done [ & Internst E00% v

Step

Action

29.

To return to thé&tudent Center, click thegoto drop-down arrow.
| EEE— |

30.

Click onStudent Center to select it.

[ student Center |

31.

Click theGO! button.
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# VMaineStreet

Add to Favorites

~
Trinity's Student Center =
SEARCH FOR CLASSES
Enrollment
My Clsss Schedule ® .
You are not enrolled in classes. Ao
Wish List Holds
Add a Class Ho Holds.
Drop = Class
~ To Do List
‘Academic History
Grades Confirmation Daposit
Dearee Progress Admitted Student Decision
Card
Application Fee
[cher scsteme WO o i
Confirmation Deposit
Essay/Writing Sample
Finances High School Recommendation
My Account Account Summary Official HS Transcript
Account Inguiry My account balance is -250.00. details
My total amount due is 100.00.
other financial... () v
= Charges: 0.00. 7 Enrollment Dates
= Deposits: 100.00.
Open Enrcllment Dates
i3kS 3 payment B
~ Personal Information Program Adviser -
None Assigned
Demograghic Data Contact Information
DPemoaraphic Dats
e et Your Home Addrass Your Mailing Address
Names =
None None UMS Web Links
other personal... W) WebDSIS
- ;
Your Home Phone Your UMS email address -
None None
v
|
Done

[ & Internat

Step Action

32. In theFinances section of theStudent Center, verify that the balance due has

changed as a result of the payment.

33. End of Procedure.
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